Locating UPKs in the SMART *&
KANSAS Training Environment -
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Statewide Management, Accounting and Reporting Tool

Locating UPKs in the SMART Training Environment

Use the Help link in the SMART Training Environment to find, view, and open the UPK topics used
throughout SMART Training.

Wiorklist Add to Favorites
Personalize Content | Lavout
Menu =
Search:
[ Kansas

[- Employee Self-Senice
[ Manager Self-Semvice

[> Supplier Contracts

[> Customers

[> Products

[> Promotions

[ Custorner Contracts

[> Order Management

[ Pricing Configuration

[> Customer Returns

[ ltems

[» Cost Accounting

[ Vendors

[> Purchasing

[+ Inventory

[> eProcurement

[> Services Procurement
[> Sourcing

[> Engineering

[> Manufacturing Definiions
[> Production Control

[» Configuration Modeler

[> Product Configurations
[ Quality

[ Demand Planning

[+ Inventary Policy Planning
[> Supply Planning

[> Grants

[> Program Management
[+ Project Costing

[> Proposal Management
[> Maintenance Management
[ Resource Management
[» Lease Administration

[> Travel and Expenses

[> Travel Administration

[+ Billing

[» Accounts Receivable

[> Accounts Payable

| |[- eSettlements b

Done € mternet H100% -

Step Action

1. Use the Help link from any page in SMART to open the UPK Player.
Note: This may take time to load.

Click the Help link.
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Personalize Content | Layout

= UPK - State of Kansas - Microsoft Internet Explorer provided by The State of Kansas

Search: @ wy T ‘@ https:fftrnl.smart ks, gov/HelpMenuTest_ARftoc html7SU=CTREX= V‘ a || X |

[ Kansas w o [@UPK—State of Kansas l l [ IR ] e v |5 Page = {CF Tools - ?

[ Employee Self-Service —

[- Manager Self-Service

[ Supplier Contracts

[- Customers

[+ Products

[- Promotions

[- Customer Contracts

[> Order Management

[> Pricing Configuration

[- Customer Returns

[ ltems

[> Cost Accounting

[- Vendors

[» Purchasing search

[> Inventory

[ eProcurement

I Services Procurement View filtered outline Signing in to a PeopleSoft application is just like opening a secured page

E Eﬁslrr?g]egrmg Signing In to a PeopleSoft Applicatio on the Internet. The State of Kansas uses a unigue web page to sign in

b e g e T e =l to SI‘JIAR'I_', _SHARP, and the Data Warehouse. There is also a !mk_ L

»» Production Control directly within SMART and SHARP to the Data Warehouse. This link lets

> Configuration Modeler : you sign in once with your User ID and password to access the

> Product Gonfigurations Using Search Pages PeopleSoft systems that you have permission to use. When you are
Using the Find Feature finished working in these systems, you sign out using a link to protect

[+ Quality
[- Demand Planning Mavigating Within Pages your User ID, password, and work.
Using Worklists

[+ Inventory Policy Planning
[> Supply Planning

Approving or Denying Requisitions
| 3

Greneawne Maneemerm, Becoumme ano Revormng Toot

Ty ™ [ ¥ Know It? Dot ™ [ print1u

Using the Navigation Pagelets
Recognizing Universal Mavigation Ele

[> Grants

[> Program Management

[ Project Costing

[> Proposal Management
[> Maintenance Managemer
[» Resource Management
[ Lease Administration

[» Travel and Expenses

[> Travel Administration

[+ Billing

[> Accounts Receivable

[+ Accounts Payable

|- eSettlements b

= & Internet #100% -

Step Action

2. The UPK Player opens in a new window. To better view the UPK Player, maximize the
window.

2 ) [ (o) ) (o) (o) ) (i)

A Error on page. e Internet +‘ 0% -

Click the Maximize/Restore button.
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& @

- z
(»)seem ™ @ Tyl T [{ekowiz FDnDol T [ print I

Signing in to a PeopleSoft application is just like opening a secured page on the Internet. The State of Kansas
uses a unigue web page to sign in to SMART, SHARP, and the Data Warehouse. There is also a link directly
within SMART and SHARP to the Data Warehouse. This link lets you sign in once with your User ID and
password to access the PeopleSoft systems that you have permission to use. VWhen you are finished working
in these systems, you sign out using a link to protect your User ID, password, and worlk.

[g] Using the Navigation Pagelets
@ Recognizing Universal Navigation Ele
| Using Search Pages 1
[g] Using the Find Feature

[g] Mavigating Within Pages

[ Using Worklists

[Z] Approving or Denying Requisitions

[g] Approving Vouchers

[g) Processing Expense Approvals

[Z] Reassigning Expense Approvals

[g] Approving Journals

[g) Reassigning Voucher and Requisitio
[€] Running Reports

[g] Downloading Report Results

[£] Running an Existing Query Using Qui
|£] Downloading Query Results
[g] Searching for Vendars

(F:\ Viewinn Vendar Profiles

€4

| s

2| Error on page. @ Tnternet ®100% <

Step Action

3. To view all available UPKs by process area, you MUST deselect the Applicable
checkbox.

Note: This may take time to refresh.

Click the Applicable checkbox to remove the checkmark.
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=l General Signing in to a PeopleSoft application is just like opening a secured page on the Internet. The State of Kansas
E-A Introduction to SMART uses a unigue web page to sign in to SMART, SHARP, and the Data Warehouse. There is also a link directly
B TR | Within SMART and SHARP to the Data Warehouse. This link lets you sign in once with your User ID and

-3 Using the Navigation Pagele password to access the PeopleSoft systems that you have permission to use. VWhen you are finished working
=] Recognizing Universal Navig in these systems, you sign out using a link to protect your User ID, password, and work.

--[g] Using Search Pages

--[Z] Using the Find Feature

--[2] Mavigating Within Pages
|21 Recognizing Page Controls

--[8] Using PeopleSoft Grids
Q Performing Approvals

IZ]--Q Reporting

- Q Accounts Payable

[+ @ Accounts Receivable

IZ]--Q Asset Management

IZ]--Q General Ledger

[ Q Frojects.Grants

=@ Purchasing

< >

42| Error on page. @ Tnternet H100% v

Step Action

4, Use the Outline Pane at the far left to view the UPK content that you can access. The
content is organized into three levels:

1. Process Area - i.e., General, Purchasing, General Ledger
2. Course Name - i.e., Introduction to SMART, Performing Approvals
3. UPK Topic - i.e. Using Search Pages, Navigating Within Pages

You always navigate to the UPK Topic level to launch a UPK simulation.

5. Use the Collapse Section (minus sign) and Expand Section (plus sign) buttons to
expand and collapse the content levels in the Outline Pane.

Click the Collapse Section button for the General process area.
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@ General Signing in to a PeopleSoft application is just like opening a secured page on the Internet. The State of Kansas
= @ Reporting uses a unigue web page to sign in to SMART, SHARP, and the Data Warehouse. There is also a link directly
=@ Accounts Payable within SMART and SHARP to the Data Warehouse. This link lets you sign in once with your User ID and
=@ Accounts Receivable passwerd to access the PeopleSoft systems that you have permission to use. When you are finished working
@ AssetManagement in these systems, you sign out using a link to protect your User ID, password, and work.

Q General Ledger
Q Projects.Grants
Q Furchasing

2| Error on page. a Tnternet 100% <

Action

6. You can also double-click a process area or course name to expand the level.

Double-click the Accounts Receivable link.
[sccounts Receivable|
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@ Ceneral
Q Reporting
Q Accounts Payahle

@ Waintaining Customers
Q Creating and Maintaining Receiv:
0 Creating and Maintaining Deposi
% Creating and Processing Billing
@ Advanced Billing Frocess
@ Processing Interfund Transactior

» 1A
Q General Ledger
Q Projects. Grants

@&

Purchasing

5

JEaR e R AR 3|

1] Done & Internet F00% v

Action

7. You can now see all six courses in the Accounts Receivable process area. Now look at
the contents within the Creating and Maintaining Deposits course.

Double-click the Creating and Maintaining Deposits link.
[Creating and Maintaining Depos|
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@ General
Q Reporting
Q Accounts Payable
=\ Accounts Receivable
@ Waintaining Customers
- ST ETT T T e—s
-- [Creating and JETNEHEEIDen 05|
--[g] Finalizing and Posting Paym
|21 viewing Payment Activities
--[g] viewing All Deposits
&l Viewing Cash Received hy3
Q Creating and Processing Billing
0 Advanced Billing Process
@ Processing Interfund Transactior
Q Asset Management
Q General Ledger
Q Projects.Grants
- @ Purchasing

< >
1] Done & Internet F00% v
Step Action
8. You can now see all four UPK topics in the Creating and Maintaining Deposits course.
9. You can use the scrollbar at the bottom of the Outline Pane to scroll when you cannot see
the full name of a UPK topic.
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@ General

Q Reporting

Q Accounis Payable

-\ Accounts Receivable

v @ Maintaining Customers
@ Creating and Maintaining Recefw

-1 I':-1aintamingﬁ

. ..[g Finalizing and Posting Pay|
|21 viewing Payment Activities

--[g] viewing All Deposits

-..[g] Viewing Cash Received byla

Q Creating and Processing Billin

% Advanced Billing Process

@ Processing Interfund Transactipr

]--Q Asset Management

]--Q General Ledger

]--Q Frojects.Grants

o @ Purchasing

i |

1] Done & Internet F00% v

E-F--FE-F

Step Action

10. You can resize the Outline Pane by dragging the border to the left or right. For this
simulation, the Outline Pane is expanded for you.
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@ General
Q Reporting
Q Accounts Payable
=\ Accounts Receivable
@ Waintaining Customers
Q Creating and Maintaining Receivables
ERIEYCreating and UENERREID e posits
--[8] Finalizing and Posting Payment Worksheets
|21 viewing Payment Activities
--[g] viewing All Deposits
i -..[g] Viewing Cash Received by a Business Unit
Q Creating and Processing Billing
+ 0 Advanced Billing Process
@ Processing Interfund Transactions
]--Q Asset Management
]--Q General Ledger
]--Q Projects.Grants
+.- @ Purchasing

-

1] Done & Internet F 0% v

Step Action

11. Notice you can now see the full topic name for the UPK topics displayed.
12. Click an individual UPK topic to display additional information about the topic to the right.

Click the Viewing All Deposits link.
Iiewing All Deposits|
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@ General SMART enables you to view the deposit status for a single deposit either to find problems
- @ Reporting associated with a specific deposit or to locate errors in posting. You can also view the deposit
- @ Accounis Payable status to balance and review the efficiency of payment processing.

=~ Accounts Receivable

SMART enables you to view details about one specific deposit ID, including control totals and

+ Waintaining Customers .
S u o status, or scan all deposits one at a time.

@ Creating and Maintaining Receivables

- m Creating and Maintaining Deposits

. ..[g] Finalizing and Posting Payment Worksheets
|21 viewing Payment Activities

ceived by a Business Unit
Q Creating and Processing Billing
% Advanced Billing Process
@ Processing Interfund Transactions
- @ Asset Management
Q General Ledger
Q Projects.Grants
- @ Purchasing

E-F--FE-F
[ [

48| Error on page. a Internet H100% v

Step Action

13. Concept information for the selected UPK topic display in the Concept Pane, the area to
the right of the Outline Pane.
14. For end-user training, ALWAYS open the UPK topics in Try It! mode.

Note: You can also open UPK topics by double-clicking the UPK topic name in the Outline
Pane.

Note: You can also reference the Print It! mode as a great resource after training.
Clicking Print It! creates a step-by-step User Procedure of the UPK in PDF format.

Click the Try It! button.
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Waorklist Add to Favorites

Help

Menu B E R
Search:

®

[- Kansas

[ Employee Self-Senvice

[> Manager Self-Sernvice

[> Supplier Contracts

[ Customers

[+ Products

[ Promotions

[> Custorner Contracts

[> Order Management <

[> Pricing Gonfiguration -

[- Customer Returns Actions m

[ ltems . a g

[ Cost Accounting V|EW|ng All DEpOSItS

[> Vendors

|V FiETEE In this scenario, you are a Deposit Processor, and

E r;re:ctﬂgmem your supervisor has asked you to search for a
specific deposit made on 01/11/2010. Your task is to

[- Semnvices Procurement
I Sourcing search for this deposit using Viewing All Deposits.

[> Engineering
[ Manufacturing Definitions Press [Enter] to start.
[> Production Control \ J
[> Configuration Modeler
[> Product Configurations
[ Quality
[> Demand Planning
[+ Inventory Policy Planning
[> Supply Planning
[ Grants
[> Program Management
[> Project Costing
[> Proposal Management
[> Maintenance Management
[ Resource Management
[ Lease Adminisiration
[ Staffing
[> Travel and Expenses
[> Travel Administration
[ Billing
[» Accounts Receivable bt
<

A Dane & Internet H100%  ~

Action

15. The UPK topic opens in a new window. If you need to quickly exit the UPK topic, you can
press the Escape button on your keyboard to go back to the UPK Player.

For this simulation, go back to the UPK Player. Press [Escape].
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@ General

SMART enables you to view the deposit status for a single deposit either to find problems
Q Reporting

associated with a specific deposit or to locate errors in posting. You can also view the deposit

- @ Accounis Payable status to balance and review the efficiency of payment processing.

B Accounts Receivable R .
@ Waintaining Customers SMART enables you to view details about one specific deposit ID, including control totals and
--Q Creating and Maintaining Receivables status, or scan all deposits one at a time.

Em Creating and Maintaining Deposits
. ..[g] Finalizing and Posting Payment Worksheets
|21 viewing Payment Activities
SENVicwing All Deposits
: @ Viewing Cash Received by a Business Unit
Q Creating and Processing Billing
% Advanced Billing Process
@ Processing Interfund Transactions
]--Q Asset Management
]--Q General Ledger
]--Q Projects.Grants
+.- @ Purchasing

& Dane =il & Internet F100% -

Step Action

16. Double-click the Accounts Receivable link to collapse the Accounts Receivable content.
[4ccounts Receivable|

Date Created: 3/31/2010 3:56:00 PM Page 12 of 17



Locating UPKs in the SMART "f&—,
KANSAS Training Environment i
9 p

Statewide Management, Accounting and Reporting Tool

£ UPK - State of Kansas - Microsoft Internet Explorer provided by The State of Kansas

@.\— - @https 1 fernl smart ks.gov/HelpMenuTest_AR ftoc, html?SU=CTXEX=/0027PST8$PDEFALULTHOMEPAGE/ODZ7 V‘ % ‘ (| K |

P [@upk State of Kansas l_] - B - o - Frage v FTook -

STHT[UJ\D[ mﬂﬂﬂﬂ[m[ﬂT, HCEUUHT\HE HD ‘H[PI]RTIHB T[][]L

+ @& General

Q Reporting

Q Accounts Payable
=@ Accounts FETEE

=@ JRssemanagemem
[+ Q General Ledger
Q Projects.Grants
Q Furchasing

48| Error on page. Eil @ Internet "“ 100% -

Step Action

17. You can also use the Search field to look up a UPK topic by name.

Click in the Search field.
ch |

18. Enter the desired information into the My Roles field.

For this simulation, enter "Adding Vendors".

19. Click the Begin search of specific word or words button.

[2]
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ESUlts for: Adding Ve Within SMART Payables, vendor profiles are created to store all the information needed to
View filtered outline process vendor transactions, and to manage the vendor's organizational interests proactively.
They contain such information as vendor name and address, payment terms, banking
information and withholding information.

[EGearching for Vendors
=] Adding Vendors

48| Error on page. = a Internet "“ 100% -

Step Action

20. Only UPK topics in the UPK Player that are related to your search are displayed. By
default, the search results are displayed as a list.

21. You can also view the search results as an outline, which lets you see the related process
area and course.

Click the View filtered outline link.
[iew filtered outling]
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AESUIts for: Adding Vendors

Within SMART Payables, vendor profiles are created to store all the information needed to
View list process vendor transactions, and to manage the vendor's organizational interests proactively.
They contain such information as vendor name and address, payment terms, banking
=21 Accounts Payable - . e ; ' :
: . information and withholding information.
E--ln Wendor Processing

[Eflscarching for Vendors
--[g] Adding Vendors

48| Error on page. £ a Internet "“ 100% -
Step Action

22. Notice both of these UPK topics are in the Accounts Payable process area and Vendor

Processing course.
23. Click the View list link.
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Results for: Adding Vendors

Within SMART Payables, vendor profiles are created to store all the information needed to
View filtered outline

process vendor transactions, and to manage the vendor's organizational interests proactively.
[EWsearching for Vendors _They contain such |nf0rmat|_cm as ve_ndcr name and address, payment terms, banking
B Add V p information and withholding information.

/ Ing Vencors

& Dane Eil & Internet F100% -

Step Action

24, Use the Clear search results button to clear your search results and see all the content in
the UPK Player.

Click the Clear search results button.

[x]
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@ General Within SMART Payables, vendor profiles are created to store all the information needed to
= @ Reporting process vendor transactions, and to manage the vendor's organizational interests proactively.
=\ Accounts Payable They contain Such informatign as ve_ndor name and address, payment terms, banking

=14 Vendor Pracessing information and withholding information.

[Efscarching for Vendors

- [B viewing Vendor Profiles

--[2] Adding Vendors
Q “oucher Processing

@ Advanced Voucher Processing

@ Accounts Payable Maintenance
Q Travel and Expense Processing
Q Accounts Payable Worlflow Maintenance
- Q Accounts Receivable
@ AssetManagement
E]--Q General Ledger
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]--Q Projects.Grants
]--Q Furchasing
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Step Action

25. All the process areas are now shown again in the Outline Pane.

26. For this simulation, you need to learn how to open the UPK Player from the Help link in
the SMART Training Environment. You also need to understand how to find, view, and
run the UPK topics in the UPK Player.

End of Procedure.
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